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TABL: OF JONTSWIS

IIT = RUOGEY AND FISANCE

1. General
2. Develepmsut of UIA Budget
5., Administrstion of ClA Budpet
4, General - Fiscal
5. Aocounting
8. Payroll and Leave
e 7« Travel
8. Transportation Bfllings
%, Purchases and Services other then Persomal
10, Collections
11, disbursemant Activitiea
12, Audits and Reporis

1%, Field
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IV - COUNICATIONS

1. Gensral

2. Ufficial Depositerise for Communlcations
3. Usa of CIA Inbter=Uffice Chain Envelops
4e CIA Hagaonger and Courler Sarvices

8, logcing and Routing of Adainistrstive Dosuments, oliwr
than Csbles, Clasaified Bolow Top Secrel

" 6o lopging and Kouting of Intelligence Information, other
than Cables, Classified Beolow Top Seorat

T+ Frocesaing of Top Searel Documents
8. 7Tolephons Sarvice
Fe Telejrams snd Cables

10, Teletype Sexrvice
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b. Doaign
a. Storage

Gorrespondenne - Preparation
Corregpondenod -~ Review and Concurience

Dispatel of outgeing Adsinistrative doowrents,
{inclndes vecording and rouding)

oenination of Inteliirense Domreonte - @, Standard Distwibution
be produation of CIA Iroduced
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TENTATIVE SUB-HEADINGS

6. Personnal
fo
(1) Miastion
Asthority
3) Orgzeatsetion

B, Procuresent snd Fisosment
C. Messification and Salery
D,  Appointments

F. Nedieal Services
3. Implayee felations

R, Resords asd Reports

1. Conduet of Offices and Raployess
. ffieiensy Ratings

K, Lesve

L. Separstions

H. Veteran's Freference
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SERVICES s

1.

2.

3e

4,

5e

6.

Requisitioning equipment, supplies, or services

Purchasing
(a) Source of supply
(b) Purchase limitations

Contracts and leases
(a) Statutory provisions governing formal contracts
(b; Specifications
(o

Storage and Issue
(a) Expendable and Non-Expendable supplies
(b) Warehousing
(o) Receiving and Inspection
(d) Shipping
(e) Miscellaneous Services

Genersal Services
{(a) Building Maintenance
(b) Office Moves
(e¢) Telephone Services

Space
Reproduction

(ag Printing
(b) Photography

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030028-9



Approved For Release 2M4-00177A000200030028-9

8. SECURITY

Physical Security

Document Security

Personnel Security

TOP SECRET Control Procedures
Collection end Dissemination Policies
Security Control Heasures

Security Regulations; Manuals; Guides

RN NN

Approved For Release 2062403/06 : CIA-RDP54-00177A000200030028-9




Approved For Release 2003ImDP54-00177A000200030028-9

TABLE OF CONTENTS
IX - TRAV:l Al TRANSPORTATION

1, Genoral
2. Uomesstic Travel
" 3. Travel o Overseas Poinmts
4. Trawel frou Overseas Points o U, 8,
b, Teanspertation of Fanilies and/or Tousshald Goole
8§, Trapsportatisn of Supplies and Heuwdpmant
7« Lacal Fotor Transportation
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PART 1 - GENERAL
PART 2 - MOVEMENT OF EMPLOYEES AND EFFECTS
PART 3 - CARGO
PART 4 - MOTOR POOL
PART 1 = GENERAL
PART 2 =~ MOVEMENT OF EMPLOYEES AND EFFECTS
I Request for Overseas Tramsportation

II

(a)
(b)
(o)
(a)
(e)
(£)

Aotion by Initiating Officer
Action by Transportation Clearance Officer
Aotion by Approving Offieial
Aotion by Personnel Officer
hotion by Budget Officer
Action by Transportation Division =~ Services
1. Passports, Visas, etc,.
2+ Inmunizations
3¢ Theater Commender Approval (where necessary)

4. Reservations
5. Trangportation Requests

Request for Domestio Transportation

(a)
(b)
(o)
(d)
(e)
(£)

Action by Initiating Officer

Action by Transportation Clearance Officer
Action by Approving Official

Action by Personnel Officer

Action by Budget Officer

Action by Trengportation Division - Servioces
1. Reservations

2+ Transportation Requests
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IIT Request for Movement of Family and/or Household Goods
(a) Action by Transportation Clearance Officer
(b) Action by Transportetion Division - Services

1., Passports, Visas, etc. (whers necessary)
2, Immunizetions (where necessary)
STAT 3. | | (where necessary)
4, Reservations
5« Trensportation Requests
6. Arrange shipping of effects (overseas)

PART 3 = CARGO

(a) Aotion by Initiating Office
- (b) Action by Tremsportation Division - Services
1. Prepare necessary Shipping Documents

2. Arrenge for shipping spaoce
3. Arrange for delivery to port

PART 4 = MOTOR POOL

1. Provides passenger transportation in and around
Washington

2+ Provides truck transportation looelly end long
distance

3. Operates garage and repair shop for maintenanoe
of vehiocles
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